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YES NO QUESTIONNAIRE *lac. am *x. Im tb. proper eel-. I< .~S.CI 1. V S S :  plc.?t ex~1.Lm 

13. Is t h i s  the Record Copy of the  aer ies?  , &  [ I  
14. Is there  a duplication of t h i s  s e r i e s  i n  another off ice  o r  agency? 

15. Is the  information contained i n  t h i s  s e r i e s  ever summarized or published? 

16. Does the  se r i e s  contain classi f ied information requiring securi ty  handling? ~. 
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Production and a c t i v i t i e s  sumarized i n  a n n u a l  report  to the ~Colanissioner-. ~ ~ 

.~ .~~ 11. & 

17. w s ~ t h e  s e r i e s  doclrment pol ic ies  wd procedures of agency's operation or h c t i o n ?  [ I  .& - -~ .. .~ 
~ .~~ 

~~ 

18. Could the function be performed if the  f i l e s  were l o s t  or destroyed? 

19. Is the  series ( o r  major portion of s t )  regularly microfilmed? 

20. Does the  record se r i e s  provide data as input t o  an EDP f i l e ?  

If yes,  why? 

11 & 
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21. DXS the record ser ies  contain d o c w n t a t i o n  produced as EDP printout? 31 .& . . ~. 

$2. Is *the- se r ies  affected by Federal oi. graxt funds? I 

23. W i l l  there  be a need f o r  these records 10, 15 years  fro^ -ow? I f  yes ,  what? -~~ [ I -  A& 
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a. [ ]STATE b. [ ISTATWE OF c. []AUDIT d. []FEDE& -' e . f h M I N I S T F A T I V ! d  f .  []HIS iUCAL 

?L REQUIREKNTS.-s The following req i i res  the fil_es'7to-be kept -1 - y ea-s 1. 

= 3  .~ -P 7' - . .. 
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LAW LIMITATION PERIOD LAW DECISION VALUE 
( C i t e  ~aw, Statute,  or other reason for the retention requirement) 

25. AGENCY RECOWNDATIONS.  This agency recomuiends tha t  the f i l e  se r i e s  be cut off. at the end 
of each -&&UENDAR YEAR -[]FISCAL YEAR -[]OTBER ,then: .. - 
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~ . . ~ . ~~ . .~ . ~ I . -  ~~~ ~ - - e= -~ 

$ A .  [ ] ~ e s t r o f ~ n ~ e d i a t e l y ~  a f t e r  cut off. 
F - B.&&old i n  current files B e &  monm(s)/  1 year( s) , then : 

.. 
~~. ,*. , % 

--->: l ' a s t r o y .  
- _  2 []Transfer t o  records center; hold year(s),-Eken: ~-fl~ 

a [ I k s t r o y .  
- -  ' - b  I]!?r&sfer hist'&c& .~ - material  .- ~ . t o  &&iv&S;* I 
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.3 [l~estroy a f t e r  audit (or . ye%&) af ter  =at). 
r~ -~ .- 
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wm I - 
- ..- ." destroy reroainrier~.: ~-~ ~ .~ 

r~ -- . F z ' ~ +  - . 

.~ 
J old  i n  current'*files area indefini te ly .  ..L: 

D.[]Hold i n  current files area . yea r ( s ) ,  then t ransfer  t o  Archives permsillently. -. * ..* . .  . .. *-~ 
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ndicate bPiefly- &tionaZe f o r  r e c o m z k d c t i  & o v e / m  ziqite additiunat remark sf^: 
~. ~. l+ 


